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WELCOME TO THE NORTH BAY HERITAGE GARDENERS

We arehappy to have you join our volunteer team and will do everythirggcan to
make your experience iatesting and enjoyableThis booklet is awgde to our
volunteer services anprovidesguidelines ér volunteer activitiesWe want to be
sure that yownderstand your rights andesponsibilities so if anything is unclear, or
you have any questionglease ask.

MISSION STATEMENT

OWe are adicated to developing a yearound, communitybased,
educational, horticultural, and environmental program whoseaim focus is
to enhance and beautify the North Bay Waterfront and other approved
f20Fl A2y até

HISTORY

With the supportof the Cityof North Bay staff and the Master Gardeners, during
the spring and summer of 1996, 40 women from the Living Fit Inside/Ogtsmo
attempted to make improvements to the beds at the waterfront. It was an
overwhelming task!

Looking for a more effective way totacklehi s chal |l enge, i n
assistance, the Heritage Gardeneand’
Bonnie Cappadocia. Groups of five to ten people were teamed up with a Master
Gardener ashteir advisor, and the waterfront became wtig, learning classroom
for enthusiastic volunteers.

Coordinating so many people became a daunting task fovttanteer executive

with over 300 volunteers registered as Heritage Gardeners yearly and apptekima
52 garden beds being cared for at tNerth Bay WaterfrontThrough the helpful
guidance of Jamie Houston, the City of North Bay established an opehatiet

for the program that included hiring a patitne coordinator.

In 2004, the Heritage &deners joined an umbrella organization edlHeritage
North Bay. Other membexd Heritage North Bagre the Heritage Carousel and
Railway, the Museum, arttie Gty. Each organization has three members that sit
on the board of this corporation whoseipose is to oversee and manage the
CommunityWaterfront Park now and in the future. Over the last ten years, the
Heritage Gardeners have grown to be widatpwn,admired and respected in the
community. Our future continues to blossom as we move tortdet phase of the
Community Waterfront Parkyhich will include the botanical gardens aHdritage
Ga r d ePadliorarid greenhousesThe Park is scheduléal completion in2014.
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VALUES AND PRINCIPLES ON VOLUNTEERING

Volunteerism is a cornerstone in the success ofltegitage Gardeers. It is only
through the active engagement of a substangedup of volunteers, like you, that the
Heritage Gatenerscanacomplish its plans and makégsificant progress towards
fulfilling its mission. Therefore, as a progressig-profit organization, our
commitment is to offer appropriate tasks and projects to voluntegithin the
framework of our mission, ad to providea volunteerservice which esures a
satisfyingexperience.

Values and principles

@ Recognizes that volunteers are necessary to pursue its missidaveloping a
yearround communitybased edcational, heticultural and environmental
program.

Believes hat volunteerinvolvement is vital in promotingwareness,
responsibility, ad participation in thecreation of a sustainableommunity.
Acknowledges that volunteers seek opportunities to entladir livesto develop
skills and contribute to theicommunty.

Valueand respects volunteecontributions and learns from theinput.
Provides equal opportunities for volunteer involvement within thege of its
activities.

Provides a safe environemt for volurteers, with theunderstanding that
volunteers will espect rek managemenprocedures developed for their benefit.
Expects vainteers to act responsibly, respectfully, and withegrity in their
dealings withother volunteers, staff, and thgeneralpublic.

)
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CONTACTS

STAFF
Jade Scognamillo, Executive Digect
Email:heritage.gardeners@heritagenorthbay.com

Jordyn Wilks, Community Outach Intern(May 2019 toJune 2020)
Email:;jwilksnbhd@gmail.com

EXECUTIVE COMMITTEE MEMBERS

Hariett Madigan Chair

Wanda Wallace Past Chia

CarolAnn DiBartolomeo Recording and Corresponding Secretary
Bonnie Cappadocia Design Team Chair

Melanie Akins Education Chair

Sue Budke SponsorshiChair
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GET IN TOUCH

You @an callthe Helitage Garéners office at (705) 472006.The office is loated at
Suite 112245 Oak St. E., North Bay, ON. If you wish to drop by the office, be sure to
call ahead andchedule a time to meef heregularoffice hours are Monday
Thursdayfom 9 AM-12:30 PMand 130 PM-4:30 PM.

You caralsoget in touch through email by emailing tlxecutive Director at
heritage.gardeners@heritagerthbay.comandfollow us on social media
@NBHGardeners

ANNUAL EVENTS

There aremanyevents held annuallipy the Heritage Gardeners. Subscribe to our
newsldter viawww.northbayheritagegardeners.coandfollow our social media
@NBHGardensifor details on outupcoming events

@ Education Njhtsduring the spring and fall months
() Heritage Gardeners Annual Symposiuma\pril

@ Annual Waterfront Cleanuim May

@ Team LeaderMeetingin May

@ Light Up Community Joy November

WHO IS A HERITAGE GARDENER VOLUNTEER?

If you have been aepted by theHeritage Gardener® do a particular joland you
are not beingpaid, then you are a volunteerVolunteers are recruitedselected and
supported bythe Heritage Gardeneexecutive director and horticultural
coordinator.

The Heritage Gardenghorticultural coordinatoworks closely witlieams, team
leaders, the Heritage Gardener executive affice volurieers. Volunteers work in
teams at the waterfrat to maintain the garden beds anchother taks (such as
organizing eventstelephoning, echiving,etc).

The Executive Committee is adyoof volunteers which establishes its mission, values
and governingolicies. Thexecutive relates directly to thexecutive directorSince

the volunteerexecutive opeates at the level of organizati@h governancetheir

work differs significantly from that of other volunteers. Rbis reasonthe executive

is governed by the Heritage Gardehd8rocedures and PgalesManual Heritage

North Bay holds both legal andificiary responsibilities for théleritage Gardeer
Organization, gives approval to governing policies and empl@&ykiénitage
Gardenesexecutive director and horticultural coordinator


mailto:heritage.gardeners@heritagenorthbay.com
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RECRUITMENT AND SELECTION

During the ecitment, selection and assigrent of volunteers, weseek to match
individuals with the demands and requirements of #esignment in question. The
HeritageGardeners lookor specific skills, orertain types of temperament,
experience or assets to féad position. If a prospective elunteer is not quafied for
the position for which sher he applied, theHeritageGardeners willdo its best to find
an appropriateposition. To ensure satisfactoryolunteer experience, voluaers are
not generally acepted without a specific assignent in mind.

TheHeiitage Gardeners wilhot discriminate against a volunteer becausetudir
gender, sexual orientation, race, ethnic origin, nationality (withirrent legislation),
disability, marital status, caringrgparental responsibilities, ageayr beliefs.

All Heritage Gardenevolunteers and staff have a right to an environmentinich
their dignity is respected, and which is free from discriminatprejudice,
intimidation and all érms of harassment.

The wlunteer selection process inclied the completion oan applicationform,
interviews and reference checks (if applicabéa)d helps tadetermine which position
would suit a particular volunteer and vigersa.

Heritage Gardenevolunteers are responsi@to ensure that they are noin a
position of confict of interest, and therefore will not receive a persobahefitfrom
their involvement with theHeritage Gardeners

New volunteers meet with théleritage Gardenerexecuive director and horticultural
coordinator, to review ther task assignment anaassign them t@ garden team
They then sig avolunteer agreement which sets out these agragubn tasks and
time commitment. The agreement alsocludes a waiver of lialiy.

Youwill be provided with a clear job descriptidifiyou think that yowill request a

reference from theHeritage Gatenersin the future, this jokdescription will become

a basis for subsequent evaluations. If chargresmade in the positionhe pb

desciption is reviewed by staff anavolunteer.Job descriptions are keph your file.

The staff supervisor may estéh an appropriate probationary periddr the

volunteer(s) with whom they work. This allows both staff antunteer to assesthe

sutabil i ty of t he p o skilsandthe prganiraton imetationte i dual ' s
staff/volunteer expectationsA meeting between the volunteer and thderitage

Gardenes executive directofor appropriate staff person) at thend ofthe probation

periodwill allow for evaluatiorand feedback



ORIENTATION AND TRAINING

All new volunteers regive a general orientation to the Heritage Gardeners during
which they learn about the Heritage Gardeners. If possible, this wllradkide
introductions to other volunteers.

The orientdion will include:

@ TheHeritage Gardeners mission, history antlfe plans.

@ An overview of the Volunteer Program and Handbook.

@ Information onHertage Gardeneactivities, organization anprograms.

@ An introduction to their Team Leader

Volunteers who wil perform office or tehnical duties will receiveny traning

materials that they need from the Heritage Gardemexecutive directorOrientation
and training sessions are portant and all volunteersare encouragedd attend as

early aspossible in their volunteeterm. The® sessions are deéived when sufficient
(at least four)volunteers are recruitedf there are particular difficulties, we can adapt
orientationand trahing to acommodate the needsf individualvolunteers.

SAFETY GUIDELINES

SAFETY FIRST! Gardeningeatvaterfront requires that safety is always on the mind.
The following safst guidelines will help make your gardening experience successful.
Your cooperation with these safety guidelines wilsere that eveyone has a safe
season.

1. Leave tools in thgarden bed when not in use, putting the sharp or pointy side into
the soil. Dols left on the walkway could injure you or the public.

2. Keep hoses in a straight line close to the curb and avossing pathwgs. A

minimum of three orange safetyconess(ai | abl e from the Heritage
shed) must be used to mark hose acrdss walkway and have someone warn

walkers of the hazard. Hoses are NEVER to cross the Kate Pace Way. The garden
beds hae a watering gstem, thus reducing the need to use hosesapt at planting
time.

3. DO NOT DRINK WATER OBTAINED FROM THE HOSEG&i\Wlsdrdses is not
potable as the system uses water from the lake (there are signs on the hose boxes).
4. Take care wén watering yaorr garden bed to avoid soaking park users.

5. Check to see if anyone is walking on the path, and then step forward oouof y

bed,

not backwards.

6. Ask dog owners for permission before petting their dog.

7. Place garden debris into papeatdags to a mximum of 25 Ibs. Place bags beside
the walkway without blocking the path. The bags can be obtained from the Heritage
Gardener shed. Garden debris will be collected by the City Parks staff for composting
at the Merrick Landfill site.

8. PLEAS ABSOLUTHEN®Y GARDEN WASTE IN THE GARBAGE CANS AND
RECEFACLES AT THE WATERFRONT.

9. Leave tree limbs to be pruned by City staff.



10. Move slowly and carefully when pushing a wheelbarrow.

11. Wear sun protection a widebrimmed hat, sunscreen, and Igrsleeves when
needed, as well as gloves to protect yountla (remember stinging nettle!). Drink
water regularly to prevent heat exbation and dehydration.

12. Stop gardening and seek shelter when a thunderstorm is imminent.

13. Report any hazards and/mcidents toyour Team Leader.

City policy states that thiollowing must not be brought to the waterfront when
performing gardeningasks:

@ Gaspowered equipment

@ Chainsaws

@ Tractors

@ Other motorizedvehicles
@ Hemicides/pesticides

TIME COMMITMENT

When yousign your volateer agreement, you agge tovolunteer on aregular basis
with your gardening team. Your volunteer tirnan include time sp# at the
waterfront and helping out with any other Heaigge Gardener activities and
functions horticultural and enironmental eduwational sessions aridcludesget-
togetherswith your team to discuss gardening activitiddease communicate with
your team leader anytime gu will be away during the gardeningason.

TIMEKEEPING

TheHeritage Gardenersildo everythimg possible tdonour the preferencesf the
Volunteer in sbeduling tasks and appointments. In ydurn, you are expected to
meet the timeand scheduling comitmentsmade and give as much notias
possibleto your team leadewhen you are unable to fulfiyour responibilities. If
you are unable to participaten your volunteer taskgqlease contact thexecutive
director regarding a ressignmenbf tasks.

TheHeritage Gardenenseceives fundhg for particular project¢for example the
Chippewa €ek EcdPath). Sometines these funders require thderitage Gardegrs
to submit a record of volunteer hours as part of tHeritage Gardener ikind
contribution to the project. Volunteersire therefore requested to record their
hours on a regular basisidhandthis record into the Heritageexecutive director
on an anmal basis Timekeeping wibe onan honour gstem

IDENTIFICATION

Heritage Gardenergolunteers and staf§houldbe reaily recognizable asuch to
the geneal public when tley are undertaking the activitiesfor the Heritage
GardenersVolunteersare therefore encouraged to wedheir T-shirts proudly while
workingat the waterfront and where appropriate, nametags or ethdentification
will be issued.Heritage Gardener -Bhirts are provided t@ach volunteer andn
occasionwhenavailable sweatshiits are available for pehase atthe gift shop of
the North Bay Museum

-8-



VOLUNTEER RECORDS AND DATA PROTECTION

Paper and electronic fikare created foeachnew volunteerwhichcontain
information regardingvolunteer activity andcontact information

Ths file contains:

Their apfiication form and/or resume

Notes regarding the inteiew and reference checKg applicable)
Record of voluteer activity (tine logs)

In some cases, evaluation sheetedl out by supervising stadind the
volunteer.

G )

All information kept on wlunteersis managed by theleritageGardenes executive
directorwith proper safeguards fazonfidentiality andwill only be released with the
volunt eer ' s per tfdra& ledstdhnee yedrs dfter the valuniebak e p
left the savice of theHeritage Gardeners

Personal information collected fromvalunteer may be used for ormr moreof the
following purposes:

Processing a membership or donation, including issofmgceipt.

Contacting the individual to renew membéip, to inform themabout a
Heritage Gardenetampaign, or to involve them in awvent.

Providing them witiHeritage Gadenerinformation yodates by mail oemail.
Requesting feedback and surveying theseds inconnection with tle services
and programs déred.

Providing an employment reference, if requested by the volunteer.

® ®® @&®

Under nocircumstances is personal informatipnovided to a thid party (except for
an employment reference) or sold to other amgzations

REPRESENTATION OF THE HERITAGE GARDENERS

Public representation of he Heritage Gardenershall not be made by ansolunteer,
except in cases where this has Ibespecifically disussedwith and approved byhe
Heritage GardeneExecutiveThisincludes but is nolimited to: public setements,
statements to the media, codlon efforts withother organizations, lobbying actions
and agreements involving contractiua financial okiations. If a volunteer is
approached for theabove reasons, s/heust immediately contadteritage
Garderersexecutivedirectorand follows$¢ af f *' s judgement and

nstr
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GRIEVANCES

A grievance is a formabmplaint regarding wking conditions ofailure to abide by

policies and proceduresherefore,may be mad by avolunteer regarding their

treatment by theHeritage Gardenersits staff orits volunteers. Théleritage

Gardenes exealtive direcbr is respnsible forensuring hat t he vol unteer
is heard, acknowledged promptlgnddirected to the appopriate peson for
immediateresolution. Eveneffort is made to ensure conflicend complaints are
resohedthrough dialoge and negotiation to Bsure a mutually agreeabbmolution.

Here is how the grievance process works

@ If you have a disagreementtia peer,you areencouragedo appraach him or
her andresolve theconflict outside of the authority of thHeritage Gardens.

& If no resolution an be reached this wayr if you have a complaiabout student
staff, you should approadHeritage Gardenes execuive direcor, who will
attempt to mediate a saition.

@ If no resolution is arrived ayou may submit a completed gevanceform to a

member of he Heritage Gardeneraxecutivecommitteeand mustverbally notify

the Heritage Gardenersxecutive dector that you have done this.

Anexeaitive memberwill acknowledge the comgint within one week.

A meeting with Heritage Gardeneraxecutivewill be held to discusthe grievance

and options for everyone involvede&ssignmenbr disnissal of one or &parties

may be considered.

@ If you hae a complaint abot the Heritage Gardeersexecutivedirector, the
horticultural coordinator or another member of staf§ou shouldcontacta
member of the Kritage Gardenersxecutive.

®®

VOLUNTARY TERMINATION

Youmaend your service at any sttonglme with one
recommend ttat an exit intervew takes place to ensure thgou have an opportunity

to provide edback on your experience, atitht we, as an organaion, are providing

adequate support tall volunteers.

LIABILITY/INSURANCE

Any volunteer whaises a personal or réal vehicle in thecourse ofhis/her work for
the Heritage Gardeners responsibldor ensuring that thevehicle is poperly insured,
maintained and operated, according tegalrequirements.

-10 -
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VOLUNTEERS WHO ARE MINORS

The Heritge Gardeners welames volunteers of all ages who aséling towork and
learn! If you are a minor (that is, you are aged less ttfagears), we will provideoy
with a consent form that must bsignedby your parent/guardianit is idealif you
have a peent, grandparentor other family member to guide yowolunteer work.You
cannot begin your volunteassignment until this form signed and returned to the
Heritage Gardener&/’ou will be assignesiteam and must report to youream leader.
You must noperform any volmteer duties at the waterfront unkes you are
supervised by youreamleader or their designataiNVe will gladly povide you with a
letter for your high school volunteer requiremeiitnecessary

PROFESSIONAL SERVICES

The Heritage Gardearsoften requiresthe services of those who acertified in a

trade or professional skill, such as lawyersiocountants. In thescases, the

individual mustpossess the legallequired licensing/cdificates of their trade or

professon. Copie®f thesequalificationswi | | be kept &n the volunte

SUPERVISION AND EVALUATION

We encourage continuous, twway communicatiorbetween staff and/olunteers at
all times. Formal evaluation is ordgrried out if a volunteerequests t; you may, for
instance, wish to se your experiencwith the Heritage Gardenersn subsequent job
applications. In this case, &valuation of Voloteer Experience form is caoteted by
both youand your supervisor déast once gearor during the exiinterviewif you
volunteer for lesghan one year. Completed evaluatidormsare kept in your file for
at least three years—this allows for an

informed reference letter to be vitten, even if staff changes meahat your
supervisor is no longer with thderitage Gardeners

COMPLAINTS
Acanp |l ai nt r egar diamiaurisrare lout may dedated by staffboe h
volunteer of theHeritage Gadeners Responsiva ct i on i s at the supervi

discretion and mayndude further training, a warningeassignment or disissl.

Example®f unacceptabldehaviouror performance for which suchction might be
taken include, but are not limited to

Falsification of volunteer information

Inefficiency, incompetence, or négence in the performancef duties.

Careless, neglignt, or improperuse of theHeritage Gardenergroperty, facilities,
or equipment

Discourteous treatment of othevolunteers stdf or the public

Violation of rules, proceduresr regulations

Participation in any action that seriolysdisrupts or distubsthe morale,
efficiency, safety or normalperdion of the organization

Po® 90 ®
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@ Harassment of other volunteers, staff or donors (imtthg sexuaharassnent).
@ Acting outside the athority granted by tle Heritage Gardeners

If possible, any problemfanaceptable behavbur or performanceshould be resolved
informally, between the individuals concernedthis is not possible, somplaint
should bedirected tothe Heritage Gardensiexecutivedirector.

At this point, the volunteeis invited to sare theirversion of theevent; this is noted
in writing and signed by both the volunteer atite Heritageexeaitive director. The
complainant is notified and, if not safiisd, a further meetinds arrangedbetween
both parties and tie Heritage Gardenerexecutivedirector.

Depending on the results of this meeting, a vaker may continue sbefore, be
reassigned or be terminated. All complaint recordslept confidential in the
voluntleer’ ' s fi

REASSIGNMENT

Reassignment may be regsted by a volunteer or mdye recommendedoy his or her
teamdeader, executivediredor or horticultural coordinator

If you wish to be reassigned, make a request to yeamleader orthe executive
director or horticulturalcoordinator, who will find out whether alternate
arranganents may be mael It may be that purteam leader othe coordinatorwill
suggest that you be reassignethis could be becausiere is insuficient work for
you, or because of technical requirement

DISMISSAL

Situations that warrant the dismissal of/alunteer are \ery rare.

Reason#nclude, but are not limited to:

@ Serious breaches of policy or confidentiality

@ lllegal activity

@ Any behaviouor action wheh is detrimental to the healttsafety @ reputation of
the Heritage Gardenengersonnel, memberssolunteers,or the organizaton
itself.

COMMUNICATIONS

We want to be sure that all volunteers have angwing sense of connectido the
Helitage Gardenesand its mission, and there are sevenalysthat we encourage
this.

Volunteers are contacted & ad twice ayear (sometimesnore often, depending on
the type of task they are involved in) by thkeritageexecutivedirector and/or
horticultural coordinator to make sure that they are satisfiedth their experience
and wish to continue.

-12 -
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Youwill receive aseasonal newsletteif you included an email on your registration
form and are encouraged toontribute toit. You will receivénvitations to appropriate
Heritage Gardenersvents, fundraisers,annual general meetingnd ymposium A
volunteersection is maitiained on our websiteprofiling volunteer effortsand
providing upto-date information about the voloteer program.

You are encaraged to send us your personal volunteering storigsrfolusion on the
volunteer section of the Heritage Gamders website.

If you wish to withdraw from a specific communications distribution, you should
contact the Heritagé&ardenersexecutivedirector.

RISK MANAGEMENT

We are committed to creating a safed secure environment faveryoneinvolved in
the HeritageGardeners TheHeritage Gardenerand all its volunteers should
recognize the risk inhentinanyo r g a n i actvities. Althhdugh theHeritage
Gardenersattempts toidentify and minimize gks, we are unable to guarantee sife
at alltimes.

Volunteers are equired to act in a safe manner.

When signing the Volunteer Agreement, volunteaffirm that theyare capale of
participating in theHeritage Gardeneractivities they are/olunteerngfor and accept
the personal risland consequeces ofsud paticipation. A volunteer mayat any
time, opt out of anyactivity which causes thenoncern for their health osafety, for
any reason

EXPENSES

TheHeritage Gardenerdoes not ordinarily €imburse volunteers fopersonal
expengs associatd with ther vounteerism (such as travedccommodations or meals
for Heritage Gardeners organiz&dps). If a volunteer expds to incur expensefor
which they wish to request reimbursement on an exiepal basis, they should
submit a fornal request b the HeritageGardenersxecutivedirector in advance.
Expenses must be papprovedand will thenbe reambursed to the volunteeupon
presentation of receipts to thexecutivedirector.

MOBILITY INTO STAFF POSITIONS

Heritage Gardenersmployment positions are postl via the regular channels
(media, websitejob banks, etc.) and you@amelcome to apply §ou wish. The
HeritageGardeners ian equal opportunity employer ardbes not give prioritgyo any
particular group.

-13-



RECOGNITION AND APPRECIATION

We at theHeritage Gardenergecognize your generougft of time andeffort and
wantto be sure that you feel appreciated! Here are sonfithe ways in which we
make that happen:

New volunteers will b welcanedin the newsletter

Each newsletter contains a volunteerpmpdation piece, includingvhat volunteer
work has allowd theHeritage Gardenerso achieve

Our website highlights individbaolunteer profiles, amitiated by volunteers
You willreceiveinvitations to appropriate special events

Volunteers are pulitly recognized and individually thi&ed duringthe Anntal
General Meeing/ symposium

An annual event is held specifically to celebratdinteers;and

Volunteers recze milestone recogition after five, ten, fifteen and twenty or
moreyears of service.

@2 @290 ©9

\ Some NBHG Team Leaders at the 2018 Annual Volunteer Appreciaiton event.
\
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@NORTH BAY HERITAGE GARDENERS

COMMUNITY SPIRIT IN FULL BLOOM

THE IMPORTANCE OF VOLUNTEEREE HETAGE GARDENERS
CANSCARCELY BE EXXGED

IT WOULD BE IMBOIBLE TRCHIEVE THE RESULTS THAT WE DO
WITHOUTA GROUP OF COMMITTED INDIVIDNHACSARE
WILLING TOONTRIBUTE THEIR ENERRIGA VARIETY OF WAYS.

THANK YOU FOR DOING YOUR BIT TOWARDS
KEEPINGORTH BAY BEAUTIFUL!

CONTACT THE NORTH BAY HERITAGE GARDENERS
M: 100 FERGUSON ST., NORTH BAY, ON P1B 1W8
OFFICE: 112-245 OAK ST. E., NORTH BAY, ON P1B 8P8
W: www.northbayheritagegardeners.com
E: heritage.gardeners@heritagenorthbay.com
T: 705-472-4006
Follow us on Facebook, Instagram and Twitter @ NBHGardeners
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